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Receptionist - The Classic Partnership Advertising
To continue to develop and grow into a higher level of responsibility where I can make a significant difference to the success of the organization. Wishing to work in an environment that promotes teamwork and provides challenges.
WORK EXPERIENCE
Receptionist
The Classic Partnership Advertising  -  Dubai - February 2009 to Present
Day to Day correspondence and handling all telephone calls
· Efficient file management in both Soft copy and Paper files 

· Diary and Address book management 

· Routine secretarial and administrative functions including liaising with vendors, maintaining stationery, maintaining client database etc. 

· Coordinated all office related functions 

· Responsible for coordination of the new office set up • Managed all staff activities such as Typing job, Photocopying, Scanning, leave, travel, transportation etc. 

Office Assistant
Qadisiya Cooperative Society - March 2004 to April 2007
Data Encoder
· Managed all staff activities such as Typing job, Photocopying, Scanning, leave, travel, transportation etc. 

· Attending to incoming emails, faxes and phone calls 

· Liaising with clients, suppliers and other staff 

· Handling confidential files 

· Performed routine administrative functions 

Receptionist and Filling Clerk
Edjen Pension House - August 2002 to November 2003
Attending to incoming calls and determining the nature of the calls
· Responsible for safekeeping of confidential files and documents 

· Travel management for customers 

· Inventory of daily sales before and after handing over the counter 

· Attending to all customers in a cordial manner 

EDUCATION
Bachelor of Science in Commerce
Notre Dame of Tacurong College Philippines
2000 to 2001
